
DOI LEARN TUTORIAL 1.0 
 How to Login to DOI LEARN for the first time 

 
In this tutorial, you will learn, step-by-step, how to create your user name and password, as well as 
identify your primary supervisor.   
 
NOTE:  This tutorial is only for DOI employees who have not completed the initial LMS system 
registration. 
 
Step 1:  Begin by accessing the DOI LEARN website.  You will see the opening log in screen below. 
 

 
 

Hint:  Favorite this page for future use. (Click on “Favorites”, “Add to Favorites”, “OK”) 
 

 
 
 
 
 
 
 



Step 2:  Following the format below, enter your user name and password.  The system assigns this to 
you based on your name and birth date. 
 
Your User Name is the first initial of your first name and the first four letters of your last name 
followed by your birth date (MMDDYYYY) – two digit month, two digit day, and four digit year (no 
dashes, slashes or spaces). 
 
For example the User Name for Jane Dooley, who was born November 26, 1966, would be: 
jdool11261966   
 
Your initial registration password is:    !ChangeIT!      
 
This is case sensitive, so it is recommended that you copy/paste the password from this tutorial into 
your password box. 
 

 
 
 
 
 
 
 
 



Step 3:  The below screen appears, so fill in the boxes by entering a new user name (see note 
below), work e-mail address and your primary supervisor.  Enter your supervisor’s last name in the 
field and click on the “Go” button.  Click on the down arrow next to the Training Approval Official box 
and highlight your supervisor.  Enter your new password using the password requirements outlined 
on the screen (8 digit character length, 1 Upper case, 1 number, 1 special character), and select “Log 
On”. 
 

 
 
Note:  The system requires you to change your user name.  Once you change your user name, you 
will not be able to change it again in the future. But, if you choose an inappropriate user name (foul 
language, racial slurs), your name will be changed to for you by your system administrator.  
 
IMPORTANT:  Do NOT use any Personally Identifiable Information (ss#, birthdate) as part of your 
user name. 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 4:  The below Rules of Behavior Form will appear.  Read it and select the “Accept Rules of 
Behavior” option. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
If you see the below “Welcome” screen, you have successfully registered your account in DOI 
LEARN.  Now you need to update your user profile.  To learn how you do that, review the next DOI 
LEARN Tutorial entitled “How to Update Your User Profile”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


